
Board of Directors 

[Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Dear [Complainant's Name], 

Thank you for your letter dated [date of complaint letter] regarding your concerns related to the 

common areas of our community. 

We understand that you have experienced issues concerning [specific issues mentioned in the 

complaint], and we appreciate you bringing this matter to our attention. The Board of Directors 

takes all complaints seriously and is committed to maintaining a harmonious living environment 

for all residents. 

After reviewing your complaint and considering the circumstances, the Board has taken the 

following actions: 

• [Action 1] 

• [Action 2] 

• [Action 3] 

We encourage all residents to engage in open dialogue as we work toward a solution that 

respects the rights and concerns of everyone in the community. Should you have any further 

issues or if these measures do not resolve your concerns, please do not hesitate to contact us 

again. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Community/Association Name] 

[Contact Information] 


